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Welcome & Introduction

Welcome to Increasing Your Visibility and Responding to Solicitations 

This training session provides an overview of expanding your vendor 
account on the eMaryland Marketplace Advantage (eMMA) platform, 
including broadening your commodities and qualifications; searching 
for fellow vendors and public contracts; and demonstrating how to 
prepare a response to an Invitation for Bid (IFB) solicitation.

Latest Session: Intro to eMMA for Vendors 

https://www.gotostage.com/channel/b4cbe496a8a047aba4142341aa97ce83/recording/280c37cce4b7405dba6a42a01124e31c/watch


Your Presenter Today

Shae Cronin
Instructional Programs Administrator
Maryland Procurement Academy 
Office of State Procurement 
Department of General Services



Learning Objectives 

Identify eMMA and its role in State procurement

Locate fellow vendors, public contracts, and bid holders lists

Access and customize profile qualifications and commodity codes

Browse public solicitations and add them to their vendor profile

Acknowledge receipt of a solicitation and prepare a response

Upon completion of this course, the participant will be able to:  



eMaryland Marketplace Advantage 

Connects the vendor community with contracting 
opportunities from state, county, and local government

Registered vendors receive notices of bid opportunities, 
can submit bid responses online, and may obtain bid 
results

A procurement platform that’s comprehensive, versatile, 
and collaborative – the connection between State and 
business

Open, transparent, and efficient procurement process

What is eMMA and why is it important?



Where’s eMMA? 

Quick route to the eMMA homepage

emma.maryland.gov

procurement.maryland.gov

Scroll down to Vendors section and 
keep an eye out for the large yellow 
box with eMMA logo

emma.maryland.gov
https://procurement.maryland.gov/


eMMA Login Page

Let’s jump in! 

Your eMMA homepage: 
Login
Registration 
FAQs
QRGs
eMMA.HelpDesk

Exploring available links: 
Public Contracts
Vendor Search



Searching for Vendors in eMMA

Increased information

Narrow your search

Drill down on specifics



Vendors in eMMA – Search Results



Accessing Public Contracts 

Reminder! All links and 
their information are 
available 

Search public contracts 
directly from the eMMA
homepage



Searching Public Contracts in eMMA



Advanced Search of Public Contracts



Accessing Public Contracts

Gain access to details of 
public contracts

Type
Amount
Vendor
Dates
Organization
Commodities



Product & Service Categories 

What do you do? 

Recognized as: 
Products & Services
Commodities
Vendor Declarations
Qualifications

Provided by UNSPSC

Make it yours!

emma.HelpDesk@maryland.gov



Change Product & Service Categories

To change commodities: 

General Info
Company Profile (drop)
Qualifications (sidebar)
See All (if desired)



See All Function – Commodity Codes



Where Do Codes Come From? 

Universal eight-digit coding 
system that categorizes and 
codes commonly procured 
products and services

eMMA hosts its offered 
products and services based on 
the UNSPSC coding system

UNSPSC  ≠  NAICS

United Nations Standard Products and Services Code

Check it out! 

https://www.unspsc.org/


Casting a Wide Net 

via the UNSPSC homepage
Save it! 

https://www.unspsc.org/


Adding UNSPSC to Our Toolkit



Bid Holders List

Shows vendor information for those who 
have acknowledged receipt of a solicitation

Benefits the searching process of finding 
primes and/or subcontractors

Provides access to all interested parties

Promotes an open, fair, and transparent 
procurement process

What’s a Bid Holders List? 



Accessing Bid Holders Lists

Start at the home screen

Access Public Solicitations

Reminder! All links from 
the home screen are 
available to everyone



Accessing Bid Holders’ Lists



Accessing Bid Holders’ Lists



Responding to Solicitations

Full access to public solicitations, in 
addition to the solicitation notifications 
you receive via commodity code match

Advanced functionality to narrow your 
search and increase efficiency 

Add, acknowledge, and confirm intent 

Submit and manage your response(s)

Searching, finding, and piqued interest 



Accessing Public Solicitations 

Reminder! All links and 
their information are 
available 

Search public solicitations 
directly from the eMMA
homepage



Accessing Public Solicitations 

From your Vendor Dashboard 



Browsing Public Solicitations 



Advanced Search – Solicitations



Selecting a Solicitation

Blue text is clickable to 
select or sort 

Clicking the solicitation 
title provides details 
and info



Add to My Solicitations 



Acknowledge Receipt of Solicitation



Confirm Intent to Submit Response 



Confirm: We Will Not Respond 

Confirm intent as: NOT RESPOND
and proceed with ‘Submit’ button

Track within ‘My Solicitations’



Confirm: We Will Respond 

Confirm intent as:
WILL RESPOND

Tracking remains



Prepare Response 



Manage Response Team

Invite colleagues and 
teammates to access 
the solicitation 

Select a contact from 
your established team, 
or quickly create a new 
contact



Complete Pricing Section  



Validate & Submit Response



Response Successfully Submitted



Response History



Responding to Amended Solicitations

Amendments, also known as rounds, are used in eMMA
to modify an existing solicitation 

New rounds are created when needs of the project 
change in pricing or requirements

If you’ve submitted a bid previously, two options: 
Submit a NEW response, or
Resubmit your previous (or bring forward to 
most current round) in order to stay responsive

QRG: Submit Response to Amended Solicitation

https://procurement.maryland.gov/wp-content/uploads/sites/12/2021/06/4ASubmit_Bid_Amended_Solicitation_VendorQRG.pdf


You made it! 

Now you’re confident in being able to: 

Identify eMMA and its role in State procurement

Locate fellow vendors, public contracts, and bid holders lists

Access and customize profile qualifications and commodity codes

Browse public solicitations and add them to their vendor profile

Acknowledge receipt of a solicitation and prepare a response



Resources and Links 

MBE Program 

SBR Program 

VSBE Program

Maryland Procurement Academy 

UNSPSC Code Lookup

Useful links and landing spots

Procurement Forecast 

Code of Maryland Regulations

Office of State Procurement 

eMMA Vendor Web Channel

https://gomdsmallbiz.maryland.gov/Pages/mbe-Program.aspx
https://gomdsmallbiz.maryland.gov/Pages/sbr-Program.aspx
https://gomdsmallbiz.maryland.gov/Pages/VSBE-Program.aspx
https://procurement.maryland.gov/training/
https://www.unspsc.org/
https://gomdsmallbiz.maryland.gov/Pages/Forecasting.aspx
http://www.dsd.state.md.us/COMAR/ComarHome.html
http://procurement.maryland.gov/
https://www.gotostage.com/channel/emmavendortraining


Technical Support & Help

Contact the eMMA Help Desk if you…

Receive a notification that ‘registration has 
been refused/unsuccessful’

Receive an error at login that ‘access is 
denied’

Receive an error when attempting to reset 
your password

Wish to request a UNSPSC code be added to 
the system

Questions specific to the solicitation should 
be directed to the identified Procurement 

Officer, including verified bid response.



Thank you! 

Visit us: 
Vendor Training & Support 

Contact us: 
dgs.osp-mdpa@maryland.gov

We appreciate your support

https://procurement.maryland.gov/vendor-training-and-resources/
mailto:dgs.osp-mdpa@maryland.gov
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